
Q'(1t1u1 ~ ~ ~ ~ tR.;ii ~ ~ 11T ~<61A41 ~ ~ 
ell fliq, ifiTd Pl &Uc; ..f 4l('ll icb ..f A enc! 

Annual Performance Appraisal Report for Group ·c· Officers of 
Departmental Canteens of Department of Atomic Energy 

R=IRl<h ~ t1 tt 1<1 <h ucsiercr;-m-te) '(C6l q -ti 
Clerk and Assistant Manager-cum-Storekeeper 

~<bl~ cli1' .:rJll ........................................................................................ . 

NEllllEJ e>f tt,e, Offic:t:tr ................................................................................ . 

cfiT t1+11fiict 'cl1f' / ~ iliT ~--····································································· 

Report for the year /period end1ng .......................................................... . 



wr?I' I Form 

q-~ ~ ~ ~ ~ ~ ~ ~ 'Tf' ~ ~ ~ ~ cn1<l Pltilli:;1 ~crllicfJ1 ~ 
Annual Performance Appraisal Report for Group 'C' Officers of Departmental Canteens of 
Department of Atomic Energy 

(~ 10i ti$1ll<t> ~-"fm"-tc~'<~Q'</Clerk and Assistant Manager-cum-Storekeeper) 

....................................................................... q;1 ~ cfli/3fcJRI" cfiT ~ 
Report for the year/period ending .......................................................... . 

a;qfcraq; ~ I Personal Data 
irrq-1 /Part-1 
~ ~ ~ u,11't!Pt11> ~ am im 'v1RT t-1) 

(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1 .~ qf ';fll=f 

Name of the officer .................................................................................................................... . 

2.~~(~/lW~ (~~ 
Date of birth (DD/MM/YYY) ...... ./ ..... ./ ........ . (in words) ................................................... . 

3. ~ 31~<t>t.ft ~.uJT./~.'GJ.uJT. ~ ~ ~ ~ 
Whether the officer belongs to SC/CT 

4. ~ 31~4>1.ft ~. ~ m ~ ~ 
Whether permanent, temporary or officiating 

5. ~ (an) ~ ';fll=f, vf6T ftq)t- 31-aR q1!l ~ c1RA 
ffl ~ ! cf\ITT ~ 1l ~ qft ~ 

Section(s) in which served during the year 
under report and period of service in each 

6. qcp:fR ~ ll f.iq~d ~ mt ~ 
Date of continuous appointment to the present grade 

~ 
Date 

~ 
Grade 

7. qcp:fR Q'G cfm ~ ~ cfft M Q'G ~ 
Present post and date of appointment thereto Post Date 

8 . -a-cf "al m ~ ~ ~ ~ <d ~flUJ ~ ~> ~3lRt 31R14Slit a~~ -ten 
:racl5T~~I 
Period of absence from duty (on training,leave etc.) during the year. If he has under gone training specify. 

~TIWI ~ c5'\ ~/No. of Training days 

~ alR: ~ a\ .srtit/ No. of Tames Leave Av~iled 

~a\~ ~~V Total ELAvailed 

g;ct' ~.iyt ~d'/ Total HPLAvailed 

: I l 
' :1:...------~ 
' .. . ' 

. ' . ! 
;---------; 

~a\~ qQc,faa 'f$/ Total Commuted Leave Availed : ! 
;---------, 

g>c'[ ~ ~ 3fclrelR:l'f W}fr/ Total EOL Availed : i 
;...--------; 

g>c'[ 3Rl5'Rf ~/ Total Dies non : i ..---------; 
g>c'[ ~ .JTt ~ W}fr/ Total LND Availed 

g>c'[ ~ .JTt • F$/ Total Maternity Leave Availed 

~ ~ ~ ~ W,tt/ Total Paternity Leave Availed 

¥" ~ ~ ijy~ ~ r$/ Child Care Leave Availed 

¥" ~. ~ ~-~ 'f§$1/ Adoption Leave Availed : j 
;...--------; 

am5lW 3£@ ~/ EL Balance : i.. ........................................ .. ! 

I l,Jll/,lil;l,11,11111 

'" 



PART - 2 - SELF APPRAISAL 

To be filled in by the Officer reported upon 

(Please read carefully the Instructions before making the entries) 

1. 

1. Brief description of duties 

2. Please also indicate items in which there have been significantly higher achievements 
and your contribution thereto 

f?U1oft: (1)~ c}; :aciRIB ,;nmr.; ~ ~ m 4)a..ir # ~ ~dftn ~ ~ 3ifn 

lfRUfi ~ ~ ~ a'1V I 

Note : (I) The targets as set in 'Annual Action Plan' by the concerned Admn. of the organisation 
should be reflected In the above table. 

(Ii) The targets/objectives must Include level of cllentele served. 

Date ............ .. Signature of officer reported upon 



3UJT-3 
Part- 3 

~o)fe:a1 3-fR ~ ~ mr ti&<.l16Rcn ~ ~ ~ ~. ar 1-10 $ 'ttR 

OZ ~ ~. ~ I a=.q._a1c1 cH Cl}s d"2:JT l O 3 "t-ilci cH °J)& cffi" ~ cfR'ciT ~ I 

Numerical grading is to be awarded by Reporting and Reviewing Authority which 
should be on a scale of 1-10, where l refers to the lowest grade and 10 to the highest. 

<~ uRl~:aT ~ ~ ~ .rr <ffi' V41o1LJ..~cn ~ ~) 
(Please read carefully the instructions before making the entries) 

(cfi) ~-~l\Ql~Gi col" d-J.t,.:llicha1 (~ ~ ~ c1{-llt=, 40% ~) 

(A) Assessment of work output (weightage to this Section would be 40°h) 

I fiQ)fla1 mfraTI' lfRlq,t t'! ,fiA)(fT 

~ (Sfm-5 qi)' tm-2 qi)' 31ft4,1:fl $ 

Reporting ~~) 3fflJTm 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part Reviewing 
5) Authority 

(i) ~ ~ ~ ~ 
Q41~a m1311ciitec=t ~ qi)" ~ ~, 
(i) Accomplishmen~ of pl~nned 
work/work . allotted as per subjects 
allotted 

(ii) ~/~ ~ cfh' 
djOlcJtii ,tjfolrtJ('i ~ iR° lj,atalii 
(ii) Contribution in ensuring quality 
of Food/Food items/Materials 

{iii)~ ffl ~ cli'I" 4,a.ac11 
(iii} Ability to handle canteen work 

{iv) ~IRl<tittlit ·~ ~ ~ tci 
<f2:JT Qfcilfclc1 .f<llfUf~ 

J.11cr1aosl q;r 31ijQ I ~crl ~ ~ cfh' 
~ cnltcll$ I 
(iv) Action taken to comply with 
hygiene/cleanliness-norms as exist or 
as proposed to be instituted. 

'cli1<l' fci:ltt4ic:M' ~ ~ ~ 
Overall Grading on 'Work Output' 

Ill 



(B) Assessment of personal attributes(weightage to this Section would be 30%) 

~q,f!;1 .ftAlffl Utfticiil:fl (tRJ' ~ 
Qlfti4il:fl 2 ~ AT1J' 5 cJ;T ~ \nftl4i1f1 ~ 
Reporting -~, 3ITVTm' 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part 5) Reviewing 
Authority 

(i) ~ 11' cltcJ;fr /~ ~ .fi;jftirt 
ri~~w~ 
(i) Level of knowledge of functions 
related to job/post in the canteens 

{ii) ffl ~ qfct {f!q,)01 

(ii) Attitude towards work 

(Iii} a mfth:inflftirar 
(iii) Responsiveness 

{iv) ~mlif cffl' iriJJV ~ 
Ov) Maintenance of Discipline 

(v) .ftiKlqUj ~n>f 

(v) Communication skills 

{vi)~~.-~~~~ 

(vi) Initiatives taken to run the canteen 

(vii} tr6f 11' ~ ~ cRI' ~ntfcRdl 

(vii) Capacity to work in team ; 

{viii)~-~~ 'Cffi-lif 11' 4),:qct1 

(viii) Capacity to adhere to time-
schedule 

{I><) '1li'a)" iJll ~ $f41~ ~ ~ 
·« 

l1cr ~ ~ ~ 11' qfiqdii ~ ~ 

~ i1T$" ~ 
(ix) Initiative to change with regard to 
taste and type of food etc. demand 

(x} ~ JITTro1T ~ c::qftt,c=c, 
(x) Overall bearing and personality 

~4ttli4i ilJ11T Qt ~ ~ 
Overall Grading on 'Personal Attributes' 

4-



(C) Assessment offunctional competency (weightage to this Section would be 30%) 

nq,f!c11 ~~ ,H111a:JT 

~ (~ 3lT1T s q;r ~ ~~ 
Reporting 2) 3ffl1Tffi" 

Authority Reviewing Authority Initial of 
(Refe1 Para 2 of Part 5) Reviewing 

Authority 

(i)ffl~~ 

'(i) Work planning ability 

(ii)~~ ifn mrar 
(ii) Decision making ablllty 

(iii) .fl iF\i-cFQ aPraT 

(iii) Coordination ability 

(iv) ~ ~ 'fcR'li1ili ~1Stjj491 ~ 

~~~~~~~ 
(iv) Initiative take_n to improve the 

standard/performance of the canteen 

'qi(4\,J.{cti ~ tR' ~ ~Uf)q;,(01 

Overall Grading on 'Functional 
Competency' 

Part - 4 GENERAL 

<~ ~ ~ ~ C1CO ~ 3ITT' ~ ~~3IT ~ 31iijfbi,zu~fn.rar ~ 

Q:cqut) cot) 

1. Relations with the public (wherever applicable) 

(Please comment on the Qfficer's accessibility to the public and responsiveness to their needs) 

s 

, I 1,41 !I .. 11.1,U,fll•! 
,,,114 .. .,,1111j)4jlf~~o11t .. u,11 i 



2. ~ 

2. Training 

3. 

3. 

(~ Jritq;1fl c8J' ttJfrtiltl' Jtn' U"lticlcfil~c11 a1' ~ ~ ~ ~ ~ c); ~ 

~q,1f{~r cht> 

(Please give recommendations for training with a view to further improving the effectiveness 

and capabilities of the Officer}. 

State of health 

4. Integrity 

(Please comment on the integrity of the Officer). 

6· 



5. ~.m 3tt"{ crran=R al1Rf1'3rr, ~ ~ • .R~c-cfq:.u\ Rl4it-1c113i't (~ 3WT (2) 

cnT 3 (cJ;) 3fR° 3 {W)) ~ ij;Jt.:ith cTffl ~ 1lfc!r' ~ ~ ~ ~ ~ ~ ~ 
4)J,!frtl3IT Q't ftQ)t ~ ~ ~ ID'U ~CQfc1llli ((-1,ijap'J 100 ~~ -l°) 

5. Comments by Reporting Officer (in about 100 words) on the overall qualities of the officer 

including area of strengths and lesser strength, extraordinary achievements, significant failures 

(ref 3(A) & 3(8) of Part (2) and attitude towards weaker sections. 

6. ftcnt ~ IR11T-3 ~ ~ q;, w ~ ~ -at~ -aw ma, cl; 3mm' Q't ~ -ths,llt..R4i 

~qif~ 

6. Overall numerical grading on the basis of weightage given in Section A, Band C in Part-3 of the 

Report. 

~: 

Place : 

~: 

Date : 

I 1 1,0I !! , ,I 1.1 ,11 ~ 11«1 

Signature of the Reporting Officer 

~ lffiU -;l vim : 

Name In Block Letters : 

~ iffr 3fcrit' $ ~ Qcr.:11'1 
Designation during the period of Report : 



arrcrr-s 
PART-5 

1. ~ Jtftlclil.fl ~ ~ 

REMARKS OF THE REVIEWING OFFICER 

Length of service under the Reviewing Officer 

2. cRlT 3t1lf &:117T-3 3ftt 8rrJT-4 ~ cr,1~~&41~01 3ftt fbfttrit ftN~.3i '$ ~ ~ 

~ ~ ~ ~ ~ ftt;tr mr d{~,llicii01 ~ ~ ti, I~ 8rrJT-3(1J)(iv) 

3fi'{ &:117T-4 ( 5)] 

Do you agree with the assessment made by the reporting officer with respect to the work 

output and the various attributes in Part - 3 & Part 4 ? Do you agree with the assessment of 

reporting officer in respect of extraordinary achievements/significant failures of the officer 

reported upon? (Ref. Part-3(A)(iv) and Part -4(5)) 

~/Yes ~/No 

(~ 3t1lf ftmblHIJit '$ ~ afl" .fi&4ic-iA4i cii.i'=4i4iii1 ~ ~ ~ t;, ffi ~ 3lf 

~ ~ 31TQc); fi:rQ" ~ 7f'Q' ~ ~ 3t'QiIT 'i."'4i4i01 S ~ 3ftt 3tQift' ~ ~ 

3frOffl' ~ I ) 

(In case you do not agree with any of the numerical assessments attributes please record your 
assessment in the column provided for you in tllat section and initial your entries. 

3. 31-fl("Rm ~ ~ ~ ~ c1iRtm cfiT ~ 4it I cRlT 'craT cffl'$ ~ ~ ~ 

3{Ttf ~fflra' ~ 3{ttc1T ~ ~ ~ 

In case of disagreement please specify the reasons. Is there anything you wish to modify or 

add? 

8 



• 
4. ffifian ~ '1tf fecqufi 1 ~ fcr~J'CiJcif 3ITT' chJfo1):fl c); atn' c=rm aicR-iH cmi' 

$ ~ ~ ~ ~ $ rn 'ajOTI' m- fe;cquft cht I (~ 100 ~nm ~) 
Comments by Reviewing Officer. Please comment (in about 100 words) on the overall 

qualities of the officer including area of strengths and less~r strength and his attitude 

towards weaker sections. 

5. ftq)t $ ~-3 ;t' uJUs-co, ufUs-'W 3fit 'tsl'tl'g-'Jf ;t' ct!' ~ c·Fl.rtl" c); 3frUR' 1:1l ~ 
-H~lrlicn ~ . 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part 3 of the Report. 

~ ........................ . 
Place ............................... .. 

~: 

Date: 

, I .. ,111,,il II ,,111<11411 l~•l, 

~ 3fttchlt'I $ ~ 
Signature of the Reviewing Officer 

iir.1, 'fQ'ISe 3fa;ti' ;I' ............................ . 
Name in Block 
Letters ...................................................... .. 

~ ~ 3f?1ft ~ ~ Qc.bilcR 

Designation during the period of report : 

9 



fl&4lciflch :ffliJ: * FtY ycftq3m' E ~ * flcHJ#Y al fG!rr-J;r!Jr 
Guidelines regarding filing up of APAR with numerical grading 

(il ~ ~ ~ ~ 'Qal cfl'I' ~~.m ~ ~ MT1f.. ~ • .adjRla ~ ~ ~ 

~~~~m~~I 
The columns In the APAR whichever are applicable as per the job requirements of the posts 

should be filled In with due care an9 attention and after devoting adequate time. 

(HJ ~ 3fQlITT cfl'I' ~ f; ~ 4 ~ ~ cf:I' co)$ &fr' cMPr (cfiF6fil&oac1 ~ ~~ 

~ ~ iQg) ~ ~ 1'" ~ ~4ic.-lci00 ~ R,cqtiJl;q( 1'" ~ ~ ~ 
;:.q14)f£la cpRlJJ il'cffl1' ~ ~ ~ ~ 'Q'cliR 9 3r.lrclT 10 ~~aft' itB ii;' ilR al 

~ 3Q('ffl\r lf;' ~ a:,- ;::zu:q)Rlct -~ ~ ~ ~ I 1-2 ~ 9-10 ta; ;)'g 

~ ~ ~ ~ ~ $.fl\~Q 3"Wo ....z114)_R,a ~ ilo1V ~ *" ~ t° I =tf&41Mcti . . 

<as ~ ~ 1'" ftQ\t ~ ~ ~ ~ )ritq;1~41 ~ 3lr ~ ~ ~ ~ 

~-~ ~q,f:ft· ~ ~ $r ~ ,:ii;f,8&41 ~ ~ ~,:ft ctiT ~ ~ ~ 

~I 

It Is expected that any grading below 4 (against work ouput or attributes or overall grade) would 

be adequately justified In the comments by way of sp~clflc failures and similarly, any grade of 9 
or 10 should be /ustlfle·d with respect to specific accomplishment. Grades of 1·2 or 9·10 are 

expected to be rare occurrences and hence there Is a need to justify them. In awarding a 
. ~ 

numerical grade the reporting and reviewing authorities should rate the officer a,alnst a larger 

population of his/her peers that may be currently working under them. 

(iii) 8 3ttt 10 ~ ifFq ;ag ~ 3N' ~ cht "3fc!i\\c." 1'1-'T ;.;fN11T ~ ~ 1'" ~~ 
~/q~)n1fc:l 6RT 3m ~ cfl'I' 3'f1'r.rr ~ m- 9 ~ h ~ I 

. APARs graded between 8 and 10 will be rated as "Outstanding" and will be given a score of 9 for 

the purpose of calculating average scores by empanelment/promotlon. 

(iv) 6 ~ 8 ~ c1'icA' ~ ~ ~ .OS fav ~ ~ Zffl' ~ 3ftm'' ~ oITT!"llT 3tt':{ 7 

~~~I 
APARs graded between 6 and short of 8 will be rated as "Very GoodN and will be given a score of 

7. 

(v) 4 3tt':{ 6 *~ii;' ifrEr U ~ -TQ' ~ cffl' "3fiUI"' iniU ~ ~ S ~ ~ 

~I 

APARs graded between 4 and short of 6 will be rated as "GoodN and given a score of 5. 

(vi) 4 · ~ ~ ~ ~ iN' 'Q'QTQ'3{R' cht "Qlrf' ~ ~ ;;mmr I 

APARs graded below 4 will be given a score of "Zero". 

J..O 


